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16. (CONTINUED) 
%0FTIME 16. COMPLETE, CURRENT AND ACCURATE STATEMENT OF POSITION ESSENTIAL FUNCTIONS cont.... 

10% 5. Maintains logs and records of daily activities, validated winners, check-writing reports, etc. Assists in 
compiling, writing and editing activity, productivity, informational and statistical reports; prepares final 
reports for Supervisor's review and approval prior to forwarding to Finance staff. Prepares and logs all 
registered and certified mail, assigns control numbers; prepares return receipt cards and maintains logs 
of postage stamp usage. 

05% 6. Establishes and securely maintains confidential, general, subject, alphabetical and follow-up files; 
classifies and maintains reference and narrative files pertaining to prize winners. 

05% 7. Performs other duties as required or assigned which are reasonably within the scope of the duties 
enumerated above. 

17. POSITION TITLE AND NUMBER OF IMMEDIATE SUPERVISOR (Responsible for assigning and reviewing work, preparing, conducting and signing 
performance evaluations: effectively recommending and imposing disciplinary action and adjusting grievances for the incumbent of this position.) 

Office Administrator IV 29994-45-1 0-21 0-20-01 
I WORKING TITLE (IF ANY) 
I Des Plaines Claims Supervisor 

18. CHECK THE APPROPRIATE BOX IF THIS POSITION IS A: 

0 SUPERVISOR OR 0 LEAD WORKER 

NOTE: Supervisory or lead worker responsibilities must be described in a detailed duty statement(s) with a time percentage(s) allotted. 

If a box was checked above, list position title, position number, and number of subordinate incumbents or authorized funded headcount: 

Position Title Position Number No. of Incumbent or Funded Vacancies 

19. SPECIALIZED KNOWLEDGES, SKILLS, ABILITIES, LICENSURE OR CERTIFICATION NECESSARY FOR THE SUCCESSFUL PERFORMANCE 
OF THE WORK OF THIS POSITION. NOTE: SINCE THERE ARE NOW SEVERAL OPTIONS OF SKILLS AND ABILITIES AND LICENSURE OR 
CERTIFICATION IDENTIFIED ON STANDARDS, THE PHRASE "SAME AS SPECIFICATION" CAN NO LONGER BE USED. 
Requires knowledge, skill and mental development equivalent to completion of high school and two years of office 
experience. Requires extensive knowledge of office practices, procedures and programs; Requires extensive knowledge of 
composition, grammar, spelling and punctuation. Requires working knowledge of basic mathematics. Requires elementary 
knowledge of agency programs, rules and regulations. Requires ability to follow oral or written instructions; Requires ability to 
operate commonly used manual and automated office equipment and perform routine maintenance. Requires the ability in 
keyboarding accurately at 45 WPM. Requires ability to write and speak Spanish at a colloquial level. 
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